
oos-sso-1
RCV. «/7t

DEPARTMENT OF GENERAL SERVICES
Records Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO.

9 7 1 - 37

NO° 1 of 10

Department of Public Safety and Correctional Services
Maryland State Police • Promotional Standards Unit

Item
No. Description Retention

37

37(

Newly created schedule

ASSESSMENT CENTER FOR PROMOTIONAL
RANK OF CAPTAIN

Contains record copies of most
documents on .the Center, exceptions
would be the notes and actual test
papers done by or about an individual
candidate. These exceptions will be
kept in individual file wallets by
candidate number and stored in a
clearly marked transfile.

Some examples of the papers
that should appear in this file
are: List of Eligibles, List of
Candidates, List of Assessors,
Examples of the Different Exercises
Used in the Center, and the
Certified List of Standings Issued
by the Department of Personnel.

2 ASSESSMENT CENTER FOR PROMOTIONAL
RANK OF LIEUTENANT

Contains record copies of most
documents on the Center, exceptions
would be the notes and actual test
papers done by or about an individual
candidate. These exceptions will be
kept in individual file wallets by
candidate number and stored in a
clearly marked transfile.

RETAIN 5 YEARS,
THEN DESTROY

Scfcadul* Approved by Dtportmcnt,

Agency, or Division R«pr«t*ntotlv«

CJ~J( ̂ pP^^t^4ci Planning'&
12/01/87 Carl F. Banasewski Research Dr

Date Slo,notur« T i l l .

Scfcadul* Authomadlty
Holl of Racordt Cammilllon

Slat* AatMvUr
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RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
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)epartment of Public Safety and Correctional Services
Maryland State Police - Promotional Standards Unit

ttam
No. Description Retention

37

370

2 ASSESSMENT CENTER FOR PROMOTIONAL'
RANK OF LIEUTENANT (CONTINUED)

Some examples of the papers that
should' appear, in this file are: List
of Eligibles, List of Candidates,
List of Assessors, Examples of the
Different Exercises Used in the
Center, and the "Certified List of
Standings" Issued by the Department
of Personnel.

PROMOTIONAL RANK OF FIRST SERGEANT

Contains record copies of
documents, subdivided into the
following:

* MILES Messages

* Non-eligible Candidate Roster

* Alphabetical Roster

* "Draft" Order Dealing with
Examinations

* Form 163's from Candidates

* Form 3's from Test Sites

* Challenges to Examination Items

RETAIN 5 YEARS,
THEN DESTROY

Sdiedule Approved by Deportment,

Agency, or Division Representative
__ fi A /) . Director,

^ ^ J typCr^&<4JtL Planning &
12/01/87 Carl F. Banasewski Research Div

Dot* Slgnotvire Title

Schedule Authorised ky
Holl of Records Commlulon

/ 0,/. Slote Arc^/vl.t



OOS-SSO- 1 DEPARTMENT OF GENERAL SERVICES
Record* Monog*m*nt Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO.

971-37

N O " 3 of 10

Department of Public Safety and Correctional Services
Maryland State Police . Promotional Standards Unit

Item
No. Description Retention

37

37

PROMOTIONAL RANK OF FIRST SERGEANT
(CONTINUED)

* Voided Answer Sheets

* Test & Answer Keys

* Comment Questionnaires on
Examinations

* Requests for Taking
Unassembled Examinations

* Unassembled Examination Samples

* Recommendations

* Candidate Notifications

* Promotional Eligibility Lists

Miscellaneous

PROMOTIONAL RANK OF SERGEANT

Contains record- copies of
documents, subdivided into the
following:

* MILES Messages

* Non-eligible Candidate Roster

* Alphabetical Roster

RETAIN 5 YEARS,
THEN DESTROY

Scfcadula Approvad by Daportmant,

Agency, sr Division Rapratanfativa

12/01/87 Carl F. Banasewski Research Div,

Data Sign a Kir Tltla

| Schadula Aurfioriiad fcy
Holl of Rtcordi Commlnlon

/ / Dcf. Stola Afrcnl vl »<
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DEPARTMENT OF GENERAL SERVICES
Record* Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO.

971 -37
PACE
NO- 4 o f 10

)epartment of Public Safety and Correctional Services
Maryland State Police - Promotional Standards Unit

Item
No. Description Retention

37 PROMOTIONAL RANK OF SERGEANT
(CONTINUED)

* "Draft" Order Dealing with
Examinations

* Form 163's from Candidates

* Form 3's from Test Sites

* Challenges to Examination Items

* Voided Answer Sheets

* Test & Answer Keys

* Comment Questionnaires on
Examinations

* Requests for Taking
Unassembled Examinations

* Unassembled Examination Samples

* Recommendations

* Candidate Notifications

* Promotional Eligibility Lists

* Miscellaneous
RETAIN 5 YEARS,
THEN DESTROY

Schedule Approved by Deportment,

Agency, or Division Representative

yi / i • Director,

t^Jf1$/^OnX^^Kl Planning &
12/01/87 Carl F. Banasewski Research Dr

Director,

Data Sjqnqrur Title

Schedule AuthoniedWy
Holl of Records Commission

/¥r Slate Krti\\ v) •>



DOS.-850- 1
A1V. «/7t

DEPARTMENT OF GENERAL SERVICES
Record* Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE

N°" 9 7 1 -37

PACE
NO. 5 of 10

Department of Public Safety and Correctional Services
Maryland State Police ' Promotional Standards Unit

AdCNCY DIVISION

Item
No. Description Retention

37( PROMOTION RANK OF CORPORAL

Contains record copies of
documents, subdivided into the
following:

* MILES Messages

* Non-eligible Candidate Roster

* Alphabetical Roster

* "Draft" Order Dealing with Examinations

* Form 163's from Candidates

* Form 3's from Test Sites

* Challenges to Examination Items

* Voided Answer Sheets

* Test & Answer Keys

* Comment Questionnaires on Examinations

* Unassembled Examination Samples

* Recommendations

* Candidate Notifications

* Promotional Eligibility Lists

* Miscellaneous

RETAIN 5 YEARS,
THEN DESTROY

Sdtedwle Approved by Department,

Agency, or Division Representative

^ZJ^C^U^L Scanning's
12/01/87 Carl F. Banasewski Research Div

Dot* Signature ti t le

Schedule Authonied ty
Holt of Recordt Commission

/'O+""
5"»e A/chlvlA
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DEPARTMENT OF GENERAL SERVICES
Records Monogamant Divitien

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO.

971 -37
PACE

MO. 6 o f 10

I Department of Public Safety and Correctional Services
Maryland State Police - Promotional Standards Unit

AOENCY

Item
No. Description Retention

370 CORRESPONDENCE - AGENCY PROJECT
COMMITTEE

Contains copies of all
documents suppled to the members
of the Agency Project Committee by
the P.S.D. Unit.

370

370(7 CORRESPONDENCE - STATE STEERING
COMMITTEE

Contains copies of all
documents supplied to the members
of the State Steering Committee
by the P.S.D. Unit.

8 HUMMRO JOB ANALYSIS OF NINE RANKS

Contains copies of the final
report on the analysis of job
responsibilities and duties of
nine ranks within the Agency.

RETAIN 5 YEARS,
THEN DESTROY

RETAIN 5 YEARS,
THEN DESTROY

RETAIN 5 YEARS,
THEN DESTROY

Sdiadgla Approved by Department,

Agency, or Division Representative

<:::^&U~\Q^ p?Asr*K0i»^tT6(. Planning &
12/01/87 Carl F." Banasewski Research Div

Director,

Data Sjqnatur1 Tltla

; Schedule Authorized dy

Hall of Records Commi»»lon
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DEPARTMENT OF GENERAL SERVICES
Records Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO.

971 -37
PACE
NO. 7 of 10

Department of Public Safety and Correctional Services
Maryland State Police - Promotional Standards Unit

AOENCY

Item
No. Description Retention

370

371

371

"REQUEST FOR PROPOSAL," SCORING FORMS

Contains the blank forms and
completed forms used by the Agency
Project Committee to score the
acceptability of the RFP's from
submitting firms.

"REQUEST FOR PROPOSAL" DOCUMENTS

Contains documentation used
to formulate some issues presented
for-consideration in the RFP, i.e.,
injunctions, consent decree, employee
selection procedures issued by the
Federal Government. Also contains
information on bidders and RFP
receipts.

CAREER DEVELOPMENT DOCUMENTS

Contains some unpublished and
published documentation on the
efforts of career development within
the Agency up to 1984.

RETAIN 5 YEARS,
THEN DESTROY

RETAIN 5 YEARS,
THEN DESTROY

RETAIN 5 YEARS,
REVIEW FOR
FURTHER RETENTION,
THEN DESTROY

Scnadgla Approved by Deportment,

Agency, or Dlvlilon Representative
j i Director,

<^^$J&ut*i*<i>tei Planning &
12/01/87 Catt'Y. Banasewski Research Div

Date Signature T i l l *

Schedule Autfionied ky
Hall of Recordi Commlnlon

^/ 'Oat/"' ' ' ' St<it./<l>d,l.t.»
/ 7*
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DEPARTMENT OF GENERAL SERVICES
Records Management Diviiion

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO.

9 7 1 - 37
PACE
NO.

8 of 10
Department of Public Safety and Correctional Services
Maryland State Police - Promotional Standards Unit

AGENCY

Item
No. Description Retention

37 2 MORRIS & MCDANIEL, INC.
GENERAL CORRESPONDENCE

Contains record copies of all
general correspondence dealing
specifically -with the project and
interim reports. This does not
include invoices.

371J3 HISTORY OF AGENCY PPR SYSTEMS

Contains copies of the orders
and other documents dealing with
various promotion potential rating
systems that have been used in the
Agency.

34]4 JOB ANALYSIS - 1986

Contains all documentation
dealing with job analysis that was
conducted in February, 1986.

RETAIN 5 YEARS,
THEN DESTROY

RETAIN 5 YEARS,
THEN DESTROY

RETAIN 5 YEARS,
THEN DESTROY

Sdiadula Approved by Dcportmwit,
Agency, or Division Representative .

12/01/87 Carl V. Banasewski

Director,

Planning &

Research Dr\

Data Signoture T l t l .

'. Schedule Awthoniedly
Holl of Records Commission

/ ' HL,J/f/ <~^~ Slof. Aretffvt.l "̂/ ' y°'«^
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DEPARTMENT OF GENERAL SERVICES
Record* Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO.

971 -37

%?% of 10

Department of Public Safety and Correctional Services
Marvland State Police ' Promotional Standards Unit

Ol VISION

Item
No. Description Retention

3 7 1

3 7 1

3 7 1

3 7 1

MILES MESSAGES

Contains all MILES messages
deemed important by the Commander,
for informational purposes.

BOARD OF PUBLIC WORKS

Contains forms and documents
presented to the Board of Public
Works for its consideration to
decide on the contract appropriation,

CONFERENCE PACKAGE

Contains documents used to
present the Agency's needs at the
Bidders Conference.

DRAFT REQUEST FOR PROPOSALS

Contains copies of the
different drafts submitted for
staffing to the members of the
Agency Project Committee.

REVIEW ANNUALLY FOR
RETENTION, THEN
DESTROY

RETAIN 5 YEARS,
THEN DESTROY

RETAIN 5 YEARS,
THEN DESTROY

RETAIN 5 YEARS,
THEN DESTROY

Sch»dula Approved by Daportmanf,

Agancy, er 01 vision Rsprasantatlva
a / j Director,

££iJ<P- fehSwS^ Planning &
12/01/87 Carl F. Banasewski Research Div

Dot* SlQnqtvr' Tltlt

Schtdul* Authorised iy
Hall of Records Commission

»'«t>'d^CT.i
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DEPARTMENT OF CENERAL SERVICES
Records Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO.

971-37
PACE

HO. 10 of 10

Department of Public Safety and Correctional Services
Maryland State Police • Promotional Standard Unit

Item
No. Description Retention

37

372

DEBRIEFING PACKAGE

Contains all documented
information used to elucidate
the problem areas of proposals
submitted by the losing bidders.

PROMOTIONAL SYSTEM CONTRACT

- Contains sample contracts used
as guides for formulation, the
original contract entered into by the
Agency and the consultant firm of
Morris & McDaniel, Inc., as well as
the modification documentation made
to the contract.

RETAIN 5 YEARS,
THEN DESTROY

RETAIN 5 YEARS,
THEN DESTROY

Schedule Approved by Department,

Agency, or Dlvlllon Representative
~/-~ r I 'A,/? • Director,
(--&-~-A <(^>^/&*yW' Planning &

12/01/87 Carl F. Banasewski Research Div

Oat*

Schedule Authonied Wy
Hall of Recordi Commission


